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Job Aid: Item Evaluation Survey

Purpose

The purpose of the Item Evaluation Survey job aid is to guide you through the step-by-step process of
creating an item evaluation survey.

In this Job Aid, you will learn how to:

Create Draft Survey

Add Questions

Configure Options and Notifications
Preview and Publish Survey
Associate Survey with ltem
Associate Item with Survey

Task A. Create Draft Survey

Note: Verify that the Admin tab is
selected.
1. Navigate to Learning >
Questionnaire Surveys.
2. Click Add New.

ltems

Scheduled Offerings
Classes

Group Instances

Catalogs

1 ricula
huirements

Questionnaire Surveys

Accreditation

Instructors

Questionnaire Surveys

Enter a value for each field that you want to u
r & search criteria to further refine your search

Case sensitive search: © ves @ No

survey ID: Starts With v

Survey Name: Starts With v

Domains: Starts With v

Status: @ actve O Motactive O Botn
Items: Exact v | Type: v

D

2
saved Searches &

52 to fiter your search. Some fiekds skow o to select from & ist of values. You can aiso add

Tasks
Add/Remove Criteria ©
— 0 e
3. Enter a Survey ID. Add the Survey
4. Enter a survey Name. e 3
5. Select an Evaluation Level from ___
* Evaluation Level: Unar Satiefacten 5
the drop-down menu. ——
6. Enter a survey Description and
Comments. Comment
7. Select a Domain.
8. Check the Active checkbox.  pomain: A[LA]
9. Click Add. The new questionnaire a a
survey is created.
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Task B. Add Questions

Note: It is important to keep in mind the type of training event this survey will be used to
assess. Ensure that the questions being asked are applicable. For example, a set of

guestions on how well an instructor kept the class engaged might not apply to an online
course.

1.

abrwn

8.

9.

Select the Questions tab for the
guestionnaire survey previously
created.

Enter survey Instructions.
Enter the first page Title.

Enter first page Instructions.
Click the Add Question icon.

Enter the question stem in the text
box.

Select the Question Type from the
drop-down menu.

Select a Rating Scale from the
drop-down menu.

Click the Add Question icon to add
additional questions to this page.

10.Click the Add Page icon to add an

additional page.

11.Enter the second page Title and

second page Instructions.

12.Repeat steps 5-10 above to add

guestions to this page.

13.Click Save Draft.
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Item Usage Expand Al | Colapse A

d olapse Al
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Questions 4 TERLE Please circle your response.

immary

Sampie quessan]
Questions 7
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Task C. Preview and Publish Survey

1. Select the Questions tab.
2. Click Preview and select Draft from
the drop-down menu.

3. Review the preview of the survey.
4. Click Close to return to the
previous screen.

5. Click Publish. The survey is now
ready for use.

Note: To edit a published survery,
you must use the Create Draft
button and re-publish when editing
is completed.

Summary

Item Usage

Questionnaire Surveys

Survey ID: Test 52372011

Name: Test &1

Edit the Survey

2

Survey Instructions.
Pieass complets the survay.

Search AddNew i

Survey

Please complete the survey.

Title: Test #1
Offering:
Instructor:
Location:

Do not submit my name with this

survey.
Survey #1 Page 10f 2
Please answer all the quesitons. 3
1. What is the answer....?
Does not apply Movice Foundational Intermediate Advanced Expert
Questionnaire Surveys Search | AddNew | @

Summary
Item Usage
Notifications

Options

Questions \/

> Search = Edit Questions
Survey ID: Test 6/23/2011

Name: Test #1

Edit the Survey

= Required Fields

Survey Instructions:

Please complete the survey.
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Task D. Configure Options and Notifications

=

Select the Options tab.

2. Select the appropriate radio button for
Anonymous surveys.

3. Click the Required for Item
Completion checkbox.

4. Complete the Days to Complete field
for how long participants have from
assignment to complete the survey.

5. Select the appropriate radio button
for Include Comments Field for each
Question.

6. Click Apply Changes.

Select the Notifications tab.

If necessary, edit the Body of the

notification message.

9. Click Apply Changes.

10.1f necessary, click Browse to add an
attachment to the notification.

11.Click Apply Changes.

© N

S

rary
—
ications

Cuestions

Quastionnalre Surveys Search  Adctew i

Survey ID: Test Gy

Hama: wary B2002011

Edit the Survey Defaults

Required For Item Completion:] =]

5 Days to Complete:| o .
Include Comments Fiald for each Question:| © Yes & Mo

7 mary
Usage
.
‘ Notifications

Options

Questions

Edit Questionnaire Survey Notifications
Edit the Questionnaire Survey Notification

User: |<iabel key="notfication

Other: [<iabel key="notficaton o .
Body: |siane! key="nobfication ItemEvaluationAssignmenthotification. Message Text1” arg="<COURSE_NAME>" -~
larg1="<COURSE_ID:
<iabel key="nctficator MessageTextz" arg0="<SURV] 3
larg1="<SUURVEY_|D=" arg2="<REQUIRED_DATE>"/>
lziahel kew="nofification ItemPFualiationAssinnmentNofificafion MessaneText3%: )

N

Attachment for Questionnaire Survey Notification

Current
Attachment:
New Attachment: 10
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Q Task E. Associate Survey with Item

1. Select the Item Usage tab.
2. Click the add one or more from sttt e sy
list link to search for and select W

one or more items, or select the [T
item Type and enter the Item ID Notfcatons [ S —
exactly. Options Update the Item Usage for the Survey
3. Click Add.
4. Review the list of added items.
Note: Once this survey is assigned, T T ooy P vt b
completions and mean score can be
viewed on this tab.
5. Click Run Report to view ltem
Evaluation report.

Edit Item for the Survey

Select AL/ Dessiect A

Task F. Associate Item with Survey

1. Navigate to Learning > Items.
2. Search for an item.

Organization

Learning [

arch: [ Enter Keywords or Command | Gor ‘
= | Items Search | AddNew | @
I ltems /-I
Scheduled Offerings Search > Search Resufts Saved Searches ©

Classes Enter a value for each field that you want to use to fiter your search. Some fields allow you to select from a list of values. You can also
add or remove search criteria to further refine your search.

Group Instances Save As Reset

Catalogs
Case sensitive search: ) yes @ No
Curricula Search All Locales: ) Yes @ HNo
Requirements Item Types: Starts With i r
Questionnaire Surveys ftem ID: Starts With -
Communities sevsan Date: ]
(MW/DDIYYYY)
Instructors Revision Number: Starts With s
Accreditation ltem Title: Starts With -
Tasks ltem Status: @ active (£ Not Active () Both
= Item Classification: Starts With i &
[# Tools il -

Online Settings: [ Has online content
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3. Click the Item link to edit the
Item.

RecordsperPage 10 ¥ Page:1 2 3 4 5 «Previous Nexts (283 total records) Page 1 nfzs.
[tem Title

COURSE 10176 (Rev1-6/27/2011 0111 PM 3 WA Privacy and Information Security Awareness
Americallew York)

‘ COURSE 102 (Rev 1- 512712011 10:28 AM DLR CERT TEST - Talent Management System
Americallew York) Extravaganza - TITLE

4. Click the More link.

Segments O

Description

Online Content

5. Se|eCt the EV8.| UatlonS tab fl’0m Item Evaluation : User Satistaction

the po p_u p Wl ndOW' a Days to Complete: Required For Item Completion:

6. In the Item Evaluation: User -
Satisfaction section, click the Cost Calculation

Learning Evaluation : Mastery of Content

Search icon to search for and Gusicula Pre-Test: [Nore -
select a questionnaire survey or custem fiekd Post Test: [ e D
enter the questionnaire title. ——
) n - Follow-up Evaluation : Application of Learning
7. Click Apply Changes. nents Survey: @
Note: Depending on how the [ vstuations b s Supervior | Enployee * gath
survey was configured, the Days reding Oiens Confgurations:  pn oy rom e conpletion
to Complete field and the e i s Toconpie
Required for ltem Completion S [ cnee ] st

checkbox may or may not be
auto-filled once the

survey is added. If necessary,
change these fields. If desired,
enter or change the Days to
Complete number and
check/uncheck the Required for
Item Completion checkbox.
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